AGENDA ITEM #5

TOWN OF LOS ALTOS HILLS January 24, 2008
Staff Report to the City Council

SUBJECT: AMENDMENTS TO THE PERSONNEL POLICIES AND EMPLOYEE
BENEFITS MANUAL

FROM: Nick Pegueros, Finance Director Mftgv‘” .

APPROVED: Carl Cahill, City Manager C.C-

RECOMMENDATION: That the City Council:

Adopt the proposed changes and amendments to the Town’s Personnel Policies and
Employee Benefits Plan.

BACKGROUND:

The Personnel Policies and Employee Benefits Manual serves as the governing document
for daily administration of matters relating to employees of the Town. The manual was
last reviewed and comprehensively updated in 2007.

DISCUSSION:

Management periodically conducts an internal review of employee job classifications,
payroll, and benefits. In its most recent review management focused on the Town’s
compliance with Fair Labor Standards Act (FLSA). The results of that review identified
the need for the following recommendations:

1. FLSA Status of City Clerk — The City Attomey’s Office recommends updating
the Personnel Policies and Employee Benefit Manual to classify the city clerk’s
position as FLSA-Exempt on the basis of the Administrative Exemption test. As
a result of this change the Town is no longer required to compensate the city clerk
on an hourly basis. In recognition of the significant hours dedicated by the city
clerk, management recommends a salary adjustment of 6.5% and extending
management benefits to the classification. This change best reflects the Town’s
operations and the elimination of paid overtime will offset the recommended
salary increase for this position.

2. Elimination of 9/80 Work Schedules for Management Employees — The Town
offers all employees the option of working 80 hours in 9 versus 10 work days

(commonly referred to as 9/80). The 9/80 work schedule results in tracking time
which is incompatible with FLSA guidelines for management and, to a much



greater extent, the Town’s expectations of its management employees. The
recommended amendment to the Personnel Policies and Employee Benefit
Manual clarifies eligibility of the 9/80 work schedule and has no fiscal impact on
the Town.

3. Increase of Administrative Leave for Management Employees — Management
employees are currently provided 81 hours per calendar year of Administrative
Leave for use at their discretion with prior approval of the City Manager.
Administrative leave carries no dollar value and may not roll-over from year to
year. With the elimination of the 9/80 work schedule, the recommended
amendment to the Personnel Policies and Employee Benefit Manual increases this
leave allowance from 81 hours to 96 hours or one work day per month. This
change has no impact fiscal impact.

The items identified above assist in bringing the Town into greater compliance with the
FLSA and provide the City Manager with greater control and flexibility in administering
the daily operations of the Town. Additional updates have been made to existing
document to reflect current practices.

FISCAL IMPACT:

No fiscal impact is anticipated as a result of the proposed amendments.

ATTACHMENTS

1. Amended pages to the Personne! Policies and Employee Benefits Manual
2. Resolution Adopting Amendments to the Personnel Policies and Employee Benefits
Manual.






